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Abstract 


Almost anybody who has a writing task, including workers, writers, students 
and professionals, can benefit from the speed, convenience and reliability of a word 
processor like Microsoft Word. Some of the kinds of documents you can write 
include reports, letters, stories, poetry, essays and blog posts. With Word you can 
save your documents onto your hard drive or a remote server, and then return to 
them later. You can also check your spelling and grammar, insert special data 
structures like charts and tables, save your work in a variety of file formats and print 
them out on any kind of paper that your printer supports. 

The main objective of this book is to give basic knowledge about using 
Microsoft word to make your document more attractive to read and transmit its 
message effectively to the reader with simple formatting techniques. 

This book is written in more descriptive way with very attractive and easy 
approach, it includes uses of basic commands in Microsoft word and their step by 
step implementation to the document is described both in text and respective 
pictures in a way any one could understand the steps without helping of instructor. 

Microsoft word provides much amount of basic to advance features and tools 
to create and format your document, but this book tries to cover only basic features 
any one must know about Microsoft word, these features and tools improved 
throughout different software versions of Microsoft office. The procedures and 
steps in this document are generated from Microsoft word 2016, but they can also 
implement in recent versions. 

After you finish this book, you easily create and save word document, typing 
and formatting characters and also paragraphs, how to insert and edit tables, 
pictures, shapes and other illustrations to match your document 

After you finish this book you have better understanding on: creating and 
saving word document, typing and formatting characters and paragraphs with built 
in styles or with your custom style, inserting and editing tables, pictures, shapes, 
and other illustrations to much your document, editing header, footer and page 
numbers with different document sections and styles, creating good cover page to 
your document and finally printing and exporting your document to PDF or other 
file format 
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Introduction 


1. Introduction 


1.1. what is software 

software is a set of instructions data or programs used to operate computers 
and execute specific tasks. Software is often divided into two, 

System software: - which serves as a base for application software includes 
device drivers, operating systems, disk formatters, text editors and utilities helping 
the computer to operate more efficiently, and 

Application software: - which are intended to perform certain specific tasks 
include word processors, gaming applications, media players, browsers and etc. 

1.2. Microsoft word 

Microsoft word is one of word processors commonly called MS-word used 
to create and print text documents include reports, letters, stories, poetry, essays and 
blog posts that might otherwise be prepared on a typewriter. The key advantage of 
a word processor is its ability to make changes easily, such as correcting spelling, 
adding, deleting, formatting and relocating text. Once created, the document can be 
printed quickly and accurately saved for later modifications. 

To use Microsoft word, first you must download the Microsoft office 
software from internet or any other source and install it to your computer. 

You can create a new document or edit any saved word document by 
Microsoft word. You can also use Auto save option for automatically save your 
document the software itself for recovery option if your document or computer 
suddenly stop working. 

Microsoft Word offers many formatting tools to change and control the 
appearance of your documents after you create the document. You can change the 
font of your writing, as well as the color and size. You can use formatting effects 
like boldface, italics, underlining and strikethrough and you can use different text 
styles to add some flair to your text by applying shadows and glows to your text. 

You can adjust your paragraph with different: alignments, line spacing, 
paragraph spacing, indentations, paragraph boarder and shading. You can add 
bullets and numberings for listed items. You can also use built in paragraph styles 
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or your custom paragraph style to format your paragraph with multiple formatting 
attributes by single click. 

You can insert tables and illustrations like pictures, shapes, smart art, chart, 
and screen shoot and also you can format each element to match your document 
properties. 

You can adjust the appearance of your document to catch readers eye and 
make your document more attractive, by applying page colors, watermark, page 
boarders, headers, footers and good cover page. 

To provide an overview of full document you can also add table of contents. 
Word have variety of built in table of contents and they automatically generate the 
table of content for your document. You can also prepare custom table of content 
and update the content data at any time. 

When you finish preparing your document you can print with different paper 
sizes or export to PDF or XPS formats. 

Word offers large amount features and tools rather than listed above from 
basic to advance, these features and tools are grouped in tabs, commands, and 
dialogue boxes, the use of each command can be showed by hovering mouse pointer 
on the commands. And the user can customize the MS-word window to get 
frequently needed tools and to show status of the document. 
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2. Installing MS-word 

2.1. Installation example 

The installation process differs software version to version and also setup file. 
But the main process is almost similar so as an example we see how to install MS- 
word 2016. 


First you must download the software MS-office or share from any other 


source. 


To install MS-word 2016 


s PC > Local Disk (D:) > setups > Office 2016 

A 

0 | Name 


Date modified 


Type 




7/10/2019 4:57 AM File folder 
11/23/20182:26 PM File folder 
5/2/2016 8:26 PM 
4/29/2016 3:45 AM I 


Open the setup folder and double click on 
setup file (setup file is the file with file 
extension .exe and file type application ► 
click Yes when pop up window comes ► 
check the item check boxes of the Microsoft 
office products you want to install ► check if 
the computer architecture matches your 
computer ► click Install Office ► wait until 
installing office finished (this may take up few 
more minutes) 


User Account Control 


Do you want to allow this app from an 
unknown publisher to make changes to your 
device ? 


Olnstall.exe 

Publisher:Unknown 

File origin: Hard drive on this computer 


Show more details 

Yes 


No 





0 Office 2016 C2R Install v5.3 

Main Utilities Download Office About 


X 


fj Office 


($1 U Ep 
Up fla 


0 Office Mondo: v □ Single Products: 

0 Word 

0 Word 

0 Excel 

0 Excel 

0 Access 

0 Access 

0 Outlook 

0 Out Look 

0 One Note 

0 One Note 

0 PowerPoint 

0 PowerPoint 

0 Publisher 

0 Publisher 

0 Skype for business 

Project 

0 One Drive for business 

0 Visio 

0 Project 


0 Visio 


Office 2016 

V 


Architecture: x&4 


Off-Line Install 


Langs 
0 en-US 


Use off-line installer 


Install Office 


Uninstall Office 


Check Status 


Force Remove Office C2R/MSI 


Installing Office 


We ll be done in just a moment. 
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When the installation progress finished the window which says you’re all set! Office 
is installed now comes up 


0 Office 



You're all set! Office is installed now 

Click Start > All Apps. r 

Close 


click close and, now you can launch and use MS-office 2016 on your computer. 


4 










Creating and saving new word document 


3. creating and saving word document 

The files that you will create with Microsoft Word are called documents. 
Each document is composed of one or more pages. Since these documents are 
electronic files, they can be easily saved, modified, shared, and printed. 


3.1. Creating new document 


Before you get started with Microsoft Word MS-Word you will need to locate 
and open it from the computer. It may be on your desktop, task bar or in start menu. 

For operating systems after windows 8 


Word 2016 

App 


Click start ► type “word” ► click on MS-word icon 
After 

launching MS- 
word the window 
which have recent 
documents, blank 
document, and 
different themes 
contain some 
layouts appeared. 

Click on 

blank document 

for starting from scratch otherwise click on one of the listed themes to save time 



3.2. Saving document 

When saving a document for the first time, you must specify a filename, the 
file type, and a place where you can access the document. The filename should help 
users find and identify the file, and the file location should be convenient for the 
file’s future users. You can save files to portable storage devices such as a flash 
drive, to your computer’s hard drive, to a network location, or to OneDrive. 
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To save new document 


Click File tab ► Save As ► Browse ► choose the place where the 
document will be saved ► type a file name ► choose save As type ( document 
format) ► click Save 


To save additional information and editing on existing document 
Click File tab ► Save 



Share 

Close 

Account 

Options 

Feedback 


Save As 




OneDrive - Personal 

5 qirmaf201ft@outlook.com 


1 OneDrive - Personal 



Save as type: Word Document (*.doo<) 


Page 1 of 1 line; 1 


3.3. Opening existing document 


Word can open files that have been saved in Word format or many other 
popular formats, such as .RTF, .TXT, or .PDF. You can edit the documents in Word 
and save the document in the original file format or another file format. The Open 
button in the Open dialog box contains a drop-down arrow that displays options for 
opening a document in a different manner. 


To open existing document 


Click File tab ► Open ► Browse ► choose the place where the document 
is saved ► click on word document you want to open ► click open 
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3.4. Auto save option 


Auto save is one of the saving options which save your work automatically 
with fixed time intervals for back up on sudden dysfunction of computer or ms- 
word software. Auto save is greatly advised on desktop computers and laptops 
which use direct power source. 


To adjust auto save 


Click File tab ► Options ► save ► mark save auto recover information 
every ► adjust the minute interval you want to save the document ► click Ok 


B 

rzs 

Word Options 

Ky 

1 General 

Paste 


Info 

Display 

a 

New 

1 Proofing 

J 

Open 



Save 

Language 


Save As 

Advanced 



Customize Ribbon 


Print 

Quick Access Toolbar 


Share 

Add-ins 



Trust Center 

- 

Export 



Close 



Account 



Options 



Feedback 


a 
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Page 1 ol 




a 


Customize how documents are saved. 


Save documents 

Save files in this format Word Document (\docx) w 

0 Save AutoRecover information eveq^mj|g minutes 
0 Keep the last autosaved version if I close without saving 
AutoBecover file location: C:\Users\GIRMA\AppData\Roammg\Microsoft\Word\ 

O Don't show the Backstage when opening or saving files 
0 Show additional places for saving, even if sign-in may be required. 

I~l Save to Computer by default 

Default local file location: C:\Users\GIRMA\Documents\ 

Default personal templates location: 

Offline editing options for document management server files 

Save checked-out files to:© 

O The server drafts location on this computer 
The Office Document Cache 

Seryer drafts location: C:\Users\GIRMA\Documents\SharePoint DraftsX 

Preserve fidelity when sharing this document: file name.docx ▼ 

0 Embed fonts in the file D 
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To open auto saved document 


Click File tab ► select the last auto saved document from manage document 
option ► Restore ► Ok 








e name.as 


i v.^1 AM (Autosaved Versi. 

t Design 

Layout 

References 

Mailings 

Review 

View 

9 Tell r 



^ Format Painter 
Clipboard r» Font 

AUTOSAVED VERSION A newer version is available. 


Calibri (Body) -[l2 - A* A* Aa - V •=**=* V- ±= 1= zl IT 

B I U - ate x : x J & - •y - A ’ = := = 1= - <£*-_- 

r; Paragraph Q 

Compare Restore 


AaBbC< 

Heading 1 


AaBbCcC 

T1 Normal 



8 
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4. Screen elements of MS-word 2016 



> Quick Access Toolbar: - One of the first on-screen elements that you need 
to become familiar with is the quick access toolbar. The quick access toolbar 
is located at the top left of the screen. On the quick access toolbar, you can 
find some of the common functions that you will need to use on a regular 
basis. For example, when you need to save a document or start a new one, 
you can go to the quick access toolbar, in addition to default commands you 
can also add other commands that you need frequently throughout formatting 
process 

To customize Quick Access Tool bar 

Click on drop down arrow of quick 
access toll bar ►check the command 
you want to add to quick access toll bar 
from listed commands ► if the 
command you want to add is not in the 
list of commands click on more 
commands ► select the command 
group you want to insert by clicking 
the drop down arrow (default is 
popular commands) ► select the 
command ► click add click add ► ok 


0 

B • 0 » 

▼ a— ▼ ~ 

File 

Home 

Customize Quick Access Toolbar 


A X Cut 

Paste ^ 

„ * Format Painter 


Clipboard 


Times New Rc 

B I U - 



New 

Open 

Save 

Email 

Quick Print 

Print Preview and Print 
Spelling & Grammar 
Undo 
Redo 

Draw Table 
Touch/Mouse Mode 

Show Below the Ribbon 
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> Tabs: -Groups of like commands are organized under tab names. Click a tab 
to view the commands in the ribbon. 

> Ribbon(commands): - The ribbon is another important on-screen element to 
become familiar with when working with Microsoft Word. The ribbon is like 
a toolbar that is broken up into several tabs across the top of the screen. On 
the ribbon, you can change the formatting of the page, change the font of the 
text and engage in many more actions. The ribbon displays tabs with Home, 
Insert, Page Layout, References, Mailings, Review and View written across 
the top. 

> Title Bar: - The name of the program and the currently open file are 
displayed here. You may also see more information about the file (for 
example, if it’s open in read-only mode or has been opened from the Internet). 

> Tell Me: - Search for natural language help in Microsoft Word. 

> Ribbon display options: - Controls the screen elements (tabs and 
commands) to show or hide from the window. 
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> Work Area: - The work area of the Microsoft Word program is another 
important on-screen element. The work area is simply the page of the 
document that you are creating. On the work area, you can type words or you 
can insert other elements. For example, you can insert photos, clip art, 
formatted bullets. From within the work area, you can also format the text 
and make changes to it. 

> Drop down arrow: - With this element you can bring listed elements from a 
single command. Drop down arrows are found in front of the command which 
have listed choices, 

> Dialog Box Launcher: - When creating a document, you may also need to 
use the dialog box launcher. With this element you can bring up even more 
options to customize the document that you are using. When looking at the 
ribbon, you will notice a button on the lower right-hand corner of many of 
the tabs. When you click on this button, it brings up several more options for 
each tab. This way, you can do even more with your documents. 

> Insertion point: - A blinking cursor marks your current location in a 
document. You can click anywhere in a document and start typing from that 
point onward. As you type, the cursor marks your spot on the page 

> scroll bar: - a long thin section at the edge of a computer display by which 
material can be scrolled using a mouse. You can use Vertical scroll to move 
the document vertically upward and downward, also Horizontal scroll to 
move to the right or left. 

> status bar: - displays at the bottom of the MS Word window, indicates the 
page number, and the word count of the documents, also includes the view 
buttons and the zoom slider 

> view buttons(layouts): - there are three ways to view a document 

read mode: -displays your document in full-screen 

mode. 

print layout: -is selected by default, it shows the 
document as it would appear-on the printed page. 

web layout: -shows how your document would look 
as a webpage 

> zoom controller: - controls the zoom level of the work area of a document. 

To customize status bar 

Right click on status bar ► check the status you want to add or uncheck you want 
to remove from status bar 
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Customize Status Bar 



Formatted Page Number 

i 


Section 

i 

✓ 

Page Number 

Page 1 of 8 


Vertical Page Position 

2.5cm 

V 

Line Number 

1 


Column 

1 

V 

Word Count 

1 word 

V 

Spelling and Grammar Check 

Errors 

V 

Language 

English (United States) 

V 

Signatures 

Off 


Information Management Policy 

Off 


Permissions 

Off 


Track Changes 

Off 

V 

Caps Lock 

Off 


Overtype 

Insert 


Selection Mode 



Macro Recording 

Not Recording 

V 

Upload Status 


✓ 

Document Updates Available 

No 

s/ 

View Shortcuts 


V 

Zoom Slider 


✓ 

Zoom 

90% 
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Typing character 


5. Typing character 


Characters are letters, numerals, spaces, punctuation marks and symbols 
entered from the keyboard/onscreen keyboard (such as @, #, %, & and *) or 
symbols inserted into the document from the Symbol dialog box or the Character 
Map (such as ®, ™, cp. *, J}, », 0,1, j, Y[, <5, ©, °°, 0, N°, R, etc). 


5.1. Keyboard types 


We can use keyboard in three different methods: - on screen key board, 
laptops keyboard and external plugged keyboard. 

On screen key board is a system keyboard that we see in monitor and 
manipulate by mouse. It is mostly used when our laptop keyboard or external 
plugged keyboard didn’t work correctly. 


To open on screen keyboard 


Click start ► settings ► Ease of access ► Keyboard under interaction 
option ► Turn on use on screen keyboard 


<- Settings 

6 ) Home 


Keyboard 


Find a setting 


<£) High contrast 
1 3 Narrator 

<H) Audio 

G33 Closed captions 

Interaction 

Q Speech 

0 Mouse 
F3 Eye control (beta) 


I 


Make it easier to type and use your keyboard if you have limited 
reach or strength. 

Use your device without a physical keyboard 
Use the On-Screen Keyboard 

Press the Windows logo key 8 - Ctrl + O to turn the On-Screen 
Keyboard on or off. 


Use Sticky Keys 

Press one key at a time for keyboard shortcuts 

a ) off 

Q Allow the shortcut key to start Sticky Keys 


Related settings 

Typing settings 

Language and keyboard settings 


Have a question? 

Get help 


Make Windows better 

Give us feedback 


— 

Kurd 








Esc 

12 3 4 

5 6 

7 8 

9 0 

<3 

Home 

PgUp 

Nav 

Tab q 

w e r t 

y u 

i o 

p ' I 

j \ Del 

End 

PgDn 

Mv Up 

Caps 

a s d f 

9 h 

k 1 


, Enter 

Insert 

Pause 

Mv Dn 

Shift 

z X c V 

b n 

m < 

/ 

^ Shift 

PrtScn 

ScrLk 

Dock 

Fn Ctrl 

:: Alt 


Alt 

Ctrl < 

v > 0 

Options 

Help 

Fade 


Use Filter Keys 


Laptop keyboard and plugged-in external keyboards may have different 
layouts and languages. But the general keyboard elements and their uses are same 
for most windows computers. In next section we see some main keyboard keys and 
their uses. 


ANDMTA TUTORIALS 


13 




















Basic Step by Step Guides On MS-Word 


5.2. Keyboard keys description 

Most of recently used keyboards specially plugged in desktop keyboards 
have layouts like showed below. In laptops the number pad may or may not be exist. 



> Letter typing keys - used to type text. 

> Tab - this makes indents (a bigger than normal space between the text and 
the margin). 

> Caps Lock - if you press this key a green light will appear on the right hand 
side of the keyboard and any typing you do will be in capital letters. This is 
useful for headings. 

> Shift - this button shifts you into a capital letter when you just want to use it 
briefly -for example to start a sentence. Press shift and the key you want to 
use. It is also useful when you want to put in the punctuation marks or other 
symbols that are on top on the keys of the numbers and some of the 
punctuation keys on the keyboard. So, if you need a question mark you will 
need to press the shift key and the key with the? on it. 

> Ctrl - a Control key is a modifier key which, when pressed in conjunction 
with another key, performs a special operation (for example, Ctrl + C is copy) 

> Start - to open start menu 

> Alt - Alt key is a modifier key, used in a similar fashion to the Shift key. For 
example, simply pressing "A" will type the letter a, but if you hold down 
either Alt key while pressing A, the computer will perform an Alt + 
A function, which varies from program to program 
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Typing character 


> Space bar - to provide gap between two words. 

> Enter - to begin new paragraph. 

> Backspace - to delete characters before the insertion point and any selected 
character. 

> Delete - to delete characters after the insertion point and any selected 
character. 

> Page Up and Page Down - take you to the top and bottom of the page you 
are currently busy on. 

> Arrows - Use the arrows on the right hand side of the letters to move the 
cursor (line on the screen showing your position - where the next letter will 
be typed) up, down or sideways. You can also use the mouse to do this. If 
you want to add or delete something, move your cursor to the right place and 
then either delete or add letters. 

> Number pad - to type numbers (Click Num Lock key to activate number pad). 

> Home - if you press this you will get to the first letter of the line you are 
typing. If you press CTRL [control] and Home at the same time you will get 
to the first letter of the first word of your document. This is useful if you have 
typed a long document and want to make a change in the first paragraph. 

> End - takes you to the end of a line. Ctrl and End at the same time takes you 
to the very end of the whole document. 

5.3. Importing text from other sources 

Importing text means adding text to your document without typing. You can 
import text and other characters to your document from other word document, 
books, web and the like. 

To import text 

Select the text by click and drag the mouse ►right click 
on the place where you want to import the text ► choose from 
paste option icons (the first one is keep source formatting used 
to paste the text with original source formatting, the second icon 
is merge formatting used to paste the text but some formatting 
merged with the text before and after insertion point, the last one 
is keep text only which used to paste the text only). 



A Font... 

Paragraph... 

Smart Lookup 
Synonyms ► 
Sjg Translate 
H) Hyperlink... 

£D New Comment 
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6. Character formatting 

A neatly organized document that contains consistently formatted content 
and appropriate graphic elements, and that doesn’t contain spelling or grammatical 
errors, transmits the message accurately for the reader and the document become 
more attractive and easy to grasp the required information. 

Character formatting in Word has to do with applying formatting properties 
to enhance the appearance of individual text characters. Character formats can be 
applied to a single character, word, sentence or a line of text, without such 
formatting affecting the entire current paragraph. 

In Word documents, you can apply three types of character formatting: 

> Individual character formats including font, font size, bold, italic, 
underline, strikethrough, subscript, superscript, font color, and 
highlight color. 

> Artistic text effects that incorporate character outline and fill colors. 

'P Preformatted styles associated with the document template, many of 
which not only affect the appearance of the text but also convey 
structural information (such as titles and headings). 

To formatt the character in MS-word you can use either font group 
commands directly, by using dialogue box launcher of font group, and mini tool bar 
comes when you select a character. Don’t forget to select the character before you 
use character formatting commands, or first select the commands and then type the 
character. 

> Font type: - pick the type of font for you text. Selected font displayed when 
typing text unless the default font which is Calibri displayed. 

■ Example:- font type Arial, font type Elephant 

> Font size: - to change the size of your text. Pick the size 
from listed in drop down menu or type whatever the size 
of the font. Font size measured in points, from upper most 
of ascenders, to lower most of descenders. A point is 
approximately 1/72 of an inch (about 0.04 centimeters). 
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Character formatting 


Examle: - font size 20, font size 36 


Increase & decrease font 


Font type 


Font size \ 

\ \ \ 


Change case 

Clear all formatting 



Format Painter ^ 1 H ^ ^ 

lipboard / / / Fo|t \ \ 




> change case: - changes the 
selected text's capitalizations 

■ Sentence case: - only the first 
letter of the sentence upper case 

C. letter 

■ Lower case: - all the letters of 
selected text become lowercase. 


Highlight color 
Text effect & typography 



Font Adyanced 
Latin text 
Font 


■ Upper case: - all the letters of 
selected text become uppercase. 

■ Capitalize each word: - all the 
Font group commands first letters of each word selected become 

upper case. 

■ Toggle case: - changes all 
upper case letters to lowercase and 
all lowercase letters to upper case. 

> Clear all formatting: - remove 


all formatting from the selection, 
leaving only normal unformatted 
S i„ : text, Calibri font type and 12-point 

font size. 


Calibri 


(Body) - [ 12 - A' a' Aa - V 


1—1 EfeCopy 

^ V form* Painter 8 7 «--*■>■ &' 2 ’ A 

Clipboard ft Font 


Parac 


Font style: 


►Body 

v Regular 

12 


[ZHEHMI a 

10 

A 


italic 

11 _ 



Bold v 


■ V 


Complex scripts 
Font 
♦Body CS 
All text 
Font £Olor: 
Automatic 


ynderlme style: 
v I (none) 


Font style: Sije: 

Regular _v 111 

Underline color: 
7 \ Automatic 




Effects 

□ Strikethrough 

O Double strikethrough 

□ Superscript 

□ Subscript 
Preview 


□ Small caps 

□ All caps 

□ Hidden 


Sample 




This is the body theme font for Complex Script text. The current document theme defines 
which font will be used. 


Set As Default Text Effects... 


> Bold:- 

bold. 


make the selected text 


• Example of bold text 

> Italic :- italicize the selected. 

• Example of italic text 

> Underline: - underlines the 
selected text, you can select the 
underline type by clicking the drop 
down arrow of underline command. 

• Example of underline 
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Basic Step by Step Guides On MS-Word 


> Strike through cross the selected text by drawing line through it. 


Times New Rc ^ 14 t 

• Example of strikethrough 

A A ^ ^ subscript & superscript: - 

±— , type very small letters just below 

+— t 2 — t styles 

3— or above the text. 

B I U it T A H 

Mini tool bar • Example of subscript and su P erscn P l 


> Text effects and typography: - add some flair to your text by applying text 
effects such as outline, shadow, reflection and glow. And also change the 
typography settings to enable ligatures or choose stylistic set. 


■ Example of text effect 

> Text highlight color: - make your text pop by highlighting it in bright color. 

■ Example of highlight color 

> Font color: - change the color of selected text. 

■ Example of font color 


18 



















Paragraph formatting 


7. Paragraph formatting 


Like character formatting paragraph formatting also make the document 
readable and transfers the message accurately to the reader in more understandable 
format. To format a paragraph placing the insertion point on the paragraph is enough 
without selecting the whole characters excluding for listed items. 



Paragraph group commands 



Paragraph dialogue box 


> Bullets: - bullets are characters used 
for listed items formatted with hanging 
indent and are placed to the left of each 
item. Bullets used when the listed items 
don’t have ordering. 


To create bulleted list 


Select all listed items ► Home ►under 
paragraph group bullets command or 
click on drop down arrow and select type 
of bullet. 


To create numbered list 


Select all listed items ► Tome ►under 
paragraph group Numbering command 
or click on drop down arrow and select 
type of number or letter. 


To create multilevel list 


Select all listed items ► Tome ►under 
paragraph group Multilevel list 
command or click on drop down arrow 
and select type of multilevel. 

To change the level of the item in 
multilevel 


Move insertion point to the item ► click 
Tab key on keyboard. 
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Basic Step by Step Guides On MS-Word 


To change the numbering value of an item 


Move insertion point to the item ► click on drop 
down arrow of numbering ►set numbering value ► 
set the value on set numbering value window ► ok 


Set Numbering Value 


X 


(•) Start new list 
O Continue from previous list 

Advance value (skip numbers) 

Set value to: 

fc ' : 

Preview: 2. 


[ 


OK 


Cancel 


> Indentation: - is the distance which the paragraph farther away from the 
margin. You can use indents to set paragraphs off from other text in your 
documents. 


To change the indentation of a paragraph 


Move insertion point to the paragraph ► click command Decrease indent to move 
your paragraph closer to margin or click Increase indent to move your paragraph 
farther away from the margin. 

In addition to commands you can use ruler points at the top of working space to 
increase or decrease indents by dragging with mouse. 


i - 2- i -i-i ■ J. 1 m 1 - 2- i ■: 

3-1-4 

- i ■ 5 ■ i - g ■ i ■ : 

7 

- i ■ 8 ■ i - 

9 

| i' BH i Hi i iB ■ - i - us - i -19 









B 


B 


for first line indent Q for left indent P—I for right indent 

> Sort: - used to arrange selected paragraphs in alphabetical or numerical order. 
This command is especially useful when you arrange data in table. 


To sort paragraphs 


Move insertion point to the paragraph 
you want to sort ► Home tab ► Sort 
command in paragraph group ► choose 
sorting attributes in sort text window ► 

ok 


> Alignment: 


is distribution or 


Sort Text 
Sort by 

Paragraphs 

Then by 

Then by 


v Type: Text 


Type: Text 


Type: Text 


? X 

(§) Ascending 
0 Blending 

(5 Ascending 
C Descending 

(j 1 Ascending 
C Descending 


My list has 

O Header row ® No header row 
Options... 


OK 


Cancel 


compression of the content to the margins. There are four alignment options left, 
center, right and justify. 
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Paragraph formatting 


To change the alignment of paragraph 


Move insertion point to the paragraph ► lome tab ► choose one of four alignment 
commands from paragraph group 


> Line and paragraph spacing: - choose how much space appears between lines 
of text or between paragraphs. By default, Word sets line spacing (the space 
between each line of text) to 1.08. Line spacing is paragraph based and can be 
customized by specifying a point size. 


To change line and paragraph spacing 


Move insertion point to the paragraph ► Home tab ► under paragraph group click 
on drop down arrow of line and spacing command ► select size of spacing between 
lines from listed choices, for spacing between paragraphs click on line spacing 
options then fix the size in the coming paragraph window. 


> Shading: - changes the color behind selected text, paragraph or table cell. 


To change color behind paragraph 


Move insertion point to the paragraph ► lome tab ► click on drop down arrow 
of shading command under paragraph group ► select color 


> Borders: - to add or remove borders that surround the paragraph. 


To add or remove borders on paragraph 


Move insertion point to the paragraph ► Home tab ► click on drop down arrow 
of borders command under paragraph group ► select a boarder you want or click 
on borders and shading option for further design. 


Borders and Shading 


Borders Page Border Shading 


Setting: 


None 


Boh 


Shadow 


Sti;le: 


4Vzpt 


Preview 


Click on diagram below or 
use buttons to apply borders 



1 0 


Apply to: 


Paragraph 


Options,.. 


Example of borders and shading, 

by clicking borders and shading 
option from drop down arrow ► 
shadow ► color (green) ► 
width (6 pt.), and go to Shading 
► color yellow ► ok 


OK 


Cancel 
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Basic Step by Step Guides On MS-Word 


Paragraph styles 

Styles are predefined set of character and paragraph formatting attributes 
which can apply multiple attributes to paragraphs by a single click. You can make 
modifications to styles or create new style under Home tab styles group. 


To apply styles to a paragraph 


Left Click on paragraph ► Home tab ► click on one of styles under styles group 





AaBbCr 

AaBbCcD 

AaBbCcD 

AaBbCcC 

Aat$ 

AaBbCcC AaBbCcD 

AaBbCcD 

AaBbCcD 

i— 

Heading 1 

H Normal | 

| H No Spac,., 

Heading 2 

Title 

Subtitle Subtle Em... 

Emphasis 

Intense E... 



Styles 


To modify a style 


Right click on a style to modify 
► Modify... ► modify all 
properties and formatting by 
clicking and format and choosing 
property groups from modify 
styles dialogue box ► ok 


Modify Style 
Properties 
{feme 

Stye type: 

Stye baud on 


Normal 

Paragraph 
(no stye) 


Stye foe following paragraph: T Normal 
formatting 

Cahbrt |6od>? v] 12 v B I U 


M 


bci] AaBbCcD A3 b 

Update pa»ag norm to Match Selection Sob 

Select Aft (No Data) 

Rename... 

Remove from Style gallery 

Add GaAoy to Quick Access Toolbar 


S*mpl« T»rt Sampl* T#*t S»mp:* T*«« Sampl* T*»1 Sampl* T«rt :« T*«t $*mpi« T*«t 

£on*.. 

Paragraph- 

Border... 

e • T».J $*mp!* T»it s»mpi* T*»t s*mpr* T*»t S»mpi* '♦« 

t Sampl* Tt>t Simp)* Tut Srmptr Tut Sampt* T*»t Simp)* T*«t 

Language™ 

bnl Complei Script font *8ody CS (VnndaL left 

Fraffie- 

M A Space 


tan control. Stye: Show in the Styes gallery 

Shortcut key.. 


Tod Effects... 

p New documents based on Ums template 

format* | 

OK Cancel 


To create new style 


Home tab ► click more icon on 
the right of styles list ► create 
style ► enter the name of your 
new style on create new style 
from formatting dialogue box ► 
click modify to modify 
formatting ► ok ► ok 


AaBbCi 

AaBbCcD 

AaBbCcD 

AaBbCcD AaBbCcC A3 b 

AaBbCcC 

AaBbCcD AaBbCcD 

Heading 1 

5 Normal 

wagwan 

T No Spac... Heading 2 Title 

Subtitle 

+ | 

Subtle Em... Emphasis |H 



Styles 


r* 

AaBbCi 

AaBbCcD 

AaBbCcD 

AaBbCcD AaBbCcC A3 b 

AaBbCcC 

AaBbCcD AaBbCcD 

Heading 1 

T Normal 

wagwan 

H No Spac... Heading 2 Title 

Subtitle 

Subtle Em... Emphasis 

AaBbCcD 

AaBbCcC 

AaBbCcD 

AaBbCcD AaBbCcD AaBbCcD 

AaBbCcD 

AaBbCcD 

Intense E... 

Strong 

Quote 

Intense Q... Subtle Ref... Intense R... 

Book Title 

? List Para... 


4i Create a Style 

Af Clear Formatting 
% Apply Styles... 


Create New Style from Formatting 
Name: 


Paragraph style preview: 

Stylel 


OK 


Modify... 


Cancel 
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Inserting and editing illustrations 


8. Inserting and editing illustrations 

Word offers a number of tools to help you capture your readers’ attention 
with illustrations that include pictures, shapes, SmartArt, charts, and screenshots. 
You can modify images in a number of ways, including: converting them to 
SmartArt, adding captions, resizing, cropping what you don’t need, rotating, 
applying styles and colors, creating artistic effects, and positioning images within 
the document. 


8.1. Tables 


A table is an arrangement of data made up of horizontal rows and vertical 
columns. Cells are the rectangles that are formed when rows and columns intersect. 
Tables are ideal for organizing information in an orderly manner. Calendars, 
invoices, and contact lists are all examples of how tables are used every day. Word 
provides several options for creating tables, including the dragging method, the 
Insert Table dialog box, table drawing tools, and the Quick Table method. 


To insert table 


Insert tab ► tables command 

1. Hover your mouse on the squares to 
adjust number of rows and columns and 
left click once when adjusting is finished 

2. Click insert 



table option 

► fill number 
of rows and 
number of 
columns on 
insert table 
dialogue box 

► ok 


Insert Table 

? X 

Table size 


Number of columns: 

[i - : 

Number of rows: 

£ : 

AutoFit behavior 


® Fixed column width: 

Auto Z 

O AutoFit to contents 

O AutoFit to window 


1 1 Remember dimensions for newtables 

OK 

Cancel 




Cover Blank Page 
Page * Page Break 
Pages 


Pictures Online Shapes Sr 
Pictures 


4x4 Table 



□UUL 

BBdd 


□□I 


□□□□ 


□□□□□□□□ 
□□□□□□□□_ 
□□□□□□□□□□ 
□□□□□□□□□□ 



0 insert Table... 

Ef Draw Table 

Concert Text to Table... 

(r Q Egcel Spreadsheet 
0 Quick Jables 


3. Draw table to draw table manually 

4. Excel spreadsheet to insert excel sheet which is easy to use formulas for 
mathematical calculations 

5. Quick tables to insert built-in preformatted tables, such as calendars and 
tabular lists. 
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Basic Step by Step Guides On MS-Word 


After inserting table, when you click on the table, Table tools which are 
design and layout tabs are added to tabs list. 


Design tab 



> Table style options: - are commands used to display special formatting for 
the style selected in table styles. Header row, First column, Total row, and 
Last column commands apply special formatting as the name indicates. 
Banded rows and Banded columns apply variation in color opacity between 
consecutive rows and columns. 


> Table styles 


o Table style: - Quickly change 
the visual style of your table. 
Each style uses a unique 
combination of boarders and 
shading to change the 
appearance of your table. Hover 
over a style to preview it in your 
document. 

o Shading: - Change the color 
behind the selected text, 
paragraph or table cell. 




Grid Tables 




Ip- Modify Table Style... 

W £ |ear 

S3 New Table Style... 


> Boarders: 


change the 
line style of 
new boarders 


format specific 
boarder with com¬ 
monly used or 1 
recently used 
boarder styles 


change the 
line width of 
new boarders 


change the 
line color of 
new boarders 



Styles 


add or 
remove 
boarders from 
selection 


apply format¬ 
ting to specific 
boarders in the 
table 


Borders 
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Inserting and editing illustrations 


In addition to 
these commands you 
can also explore 
additional boarder 
options by clicking 
boarders and shading 
dialogue box launcher. 

None: - for removing 
all boarders from table 

Box: - for boarders only 
outside edges of table. 

All: - for all inside and 
outside boarders 

Grid: - for thin inside 
and custom width 
outside boarders. 

Custom: - for custom 
boarders. 


Border 


Vi pt ■ 


m 


! Borders. Border 
Styles. T ™ ^ en Color T T Painter 


Borders 


Borders and Shading 


Borders Page Border Shading 


Setting: 


None 


Box 


All 


Grid 


Custom 


X 


Preview 


Click on diagram below or 
use buttons to apply borders 



Layout tab 




File Home Insert Design Layout References Mailings Review View Design 


V Tell me what you want to do 


k i 


Select View Properties 
' Gridlines 
Table 



I :::: :::: s := :: 5 ==== == "== I® 

:::: .< s::s :::= :::: == :::: I 


Insert Insert Insert Insert I 

1 Above Below Left Right 

Rows & Columns ft 


I Split Split 
Cells Table 


1 


Auto 


I Q Height !.■ 


BJ Distribute Rows 


^ Distribute Columns 


H|HH A= 


BBS 

Text Cell 

fel l=iy Direction Margins 
Alignment 




Repeat Convert Formula 
Header Rows to Text 


> Table: 


o Select: - Select the current cell, column, row or table. 

o View Gridlines: - Show or hide the grid lines in the table. 

o Properties: - Show the table properties dialogue box to change 
advanced table properties for table, row column and cell. 

> Draw: - design your own table by drawing and removing cell, row and 
column boarders. 


> Rows & columns: - add or remove rows and columns to the direction 
of specified in commands from insertion point. 

> Merge: - merge two cells to one cell, split one cell to two or more rows 
and columns, and split the table itself. 
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Basic Step by Step Guides On MS-Word 


> Cell size: - 

o Auto fit: - automatically resizes the table with respect to 
contents, window or fixed column width. 

o Cell height and width: - to adjust selected cell height and 
width. 

o Distribute rows and columns: - to distribute the heights or 
width of selected rows and columns equally between them. 

> Alignment: - used to align the text with respect to cell margins, to 
change the direction of text and set cell margins and spacing between 
cells. 

> Data: - 

o Sort: - arrange the selection in alphabetical or numerical order. 

o Repeat header rows: - if the table spans multiple pages the header 
rows appear in every page for easy reference. 

o Formula: - to perform simple calculations like average, sum or 
count. 
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Inserting and editing illustrations 


8.2. pictures 

Inserting a picture is very similar to opening a document file—you use the 
Pictures button on the Insert tab in the Illustrations group to open images instead of 
opening Backstage. 


To insert a picture 


Insert tab ► 
pictures ► 

browse from 

files and select a 
picture ► Insert 









Documer 

Design 

Layout 

References 

Mailings 

Review 

View 

Q Tell me wh 


Ea Cover Page 
0 Blank Page 
►rn Page Break 
Pages 


Q + 


A Store 


Online Shapes SmartArt Chart Screenshot 3 My Add-ins ” 
Pictures T w 


Hyper 
!► Bookr 


Tables 


Illustrations 


Add-ins 


Online 

Video >4] Cross- 
Media Lit 


eval.jpg 


SI Insert Picture 

^ if) > This PC > Documents 
Organize ▼ New folder 

□ Desktop it * 
i Downloads it 

3 Documents it 
g RB it 

[g| Pictures it 

QO Microsoft Word 
tffc OneDrive 

g This PC 
3D Objects 
& A360 Drive 

□ Desktop 
m Dornmentc N 


v 0 


Search Documents 

IB - 


a 


x 

p 

0 


I J L J 


IMG_20190709_19 

2323.jpg 


IMG_20190709_19 

2323.tif 


keyboardjpg 



keyboard.tif 



logo only.jpg 


Microsoft-Office. 

png 


SCREEN 

ELEMENTS.jpg 


File name: 

Microsoft-Office.png ^ 


All Pictures (*.emf;*.wmf;*.jpg;* ^ 


Tools ▼ 

Insert 

▼ 

Cancel 


When a picture is already inserted the picture tool which is format tab added 
to tabs list 


Foramt tab 


«V 0 1| T 0 fi [$ ’ * Documentl - Word 

File Home Insert Design Layout References Mailings Review View 


Remove 

Background 


Corrections’ H Compress Pictures 
@ Color’ (jg Change Picture 

Artistic Effects’ “£] Reset Picture ’ 
Adjust 


0 Tell me what you want to do 


C? Picture Border ’ 


2 2 J 2 Q O Picture Effects* 

% Picture Layout’ 


@ Position ’ 

M Wrap Text ’ 
j Bring Forward ' 


Picture Styles 


□ Send Backward ’ iljGroup’ 
0 ^ Selection Pane 4 k Rotate ’ 
|° Align’ 

Arrange 



> Adjust: - 
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Basic Step by Step Guides On MS-Word 


o Remove background: 

automatically removes 
unwanted portions of a 
picture. And the removed 
portion areas became 
transparent. You can 
customize the portions by 
Selecting Mark Areas to 
Keep or Mark Areas to 
Remove commands and 
select areas by pencil tool. 

The portion shaded by pink 
color is removed when you 
click keep changes. 

o Corrections: - improves the 
brightness, contrast or 
sharpness of a picture. The 
clicking on the command. 

o Color: - change the color of the picture to improve the quality or 
match the document content. 

o Artistic effects: - add artistic effects to the picture to make it more 
like painting or sketch. 

o Compress pictures: - compress pictures in the document to reduce 
its size in the document. 

o Change picture: - change the picture with another picture preserving 
formatting and size of current picture. 

o Reset picture: - discard all formatting changes applied to selected 
picture. 

> Picture styles: - changes the overall look of your picture. Hover over a 

style to preview it in the document. 


*5*0 El - B 

os c§> - ? 

Picture Tools 

Background Removal 

Format 

O’ Os 

Qv © 

>/ 

Mark Areas Mark Areas 

Delete Discard All 

Keep 

to Keep to Remove 

Mark Changes 

Changes 

Refine 

Close 



sample previews are showed when 


28 










Inserting and editing illustrations 


To change style of a picture 


Click on more icon on picture styles 
► hover mouse on each style to 
preview ► left click when you 
select a style. 


o Picture boarder 



Pick the 
color, line width 
and line style 
for the outline 
of your picture. 


o Picture effects 


apply visual effects to the 
picture such as shadow, glow, soft 
edges, bevel and 3D rotation. Each 
group of effects have a number of 
different options listed when 
clicking on the effect groups. 
Hover the mouse pointer to preview 
the effect on the document. 



O PKtufe Cffectt • 

E Wr«p Tod • 5) S«k«tioo ?»nt kf 

Prrwt 

r ^Z $K*3ow 

I No Presets 

*□ 


Pr«*U 

Reflection 

\\m\ B B m\ 

HZ glow 

,1_,, 1 jj ■ ■) 

> I 

^ Sottldqo 


3 B~H 

► % J/ w 

^ J-Q Rotation ► J OQptKKW... 


> Picture layout 


Convert a selected picture to a smart 

ijL, Picture Layout - 


art graphic to 
easily arrange, 
caption and 
resize the 
picture. Hover 
the mouse 
pointer to 
preview the 
effect on the 
document. 


j Bring Forward * £ Align T 


OB 

O 


a 

a 

□□ 

□□ 

CD 

CD 

CD 


□□ 

□□ 


□ 

u 






£K 

d 


QQ 

y 

□ED 

IZD 

OZ2 

Q- , 

L J 


* = 


ca 

CH 

ca 
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Basic Step by Step Guides On MS-Word 


> Arrange: - 


o Position: - choose where the selected pictures appears on the page. 
Text will automatically wrap around the object that is easy to read. 

o Wrap text: - choose how text wraps around the w rap Text- Si* select* 

object. With this option you can warp your text s in Line with Text 
around object in square shape, tight to every ~ Square 

I zs; light 

curvature of object, through the object and in ^ 

other options. Hover the mouse pointer on m t 2P and Bottom 

options to preview the effect on the document. H Behind Text 


n In Front of Text 
^ Edit Wrap Points 
v Move with Text 

Fix Position on Page 
T3 More Layout Options... 
Set as Default Layout 


o Bring forward and send backward: - bring the 
selected object to the front or send to back of 
other objects. 


o Selection pane: - see list of all your objects on selected page. This 
allows you to easily select objects and change their order and visibility. 

o Align: - change the placement of your object on the page relative to 
each other, to the page margin or to the page. 

o Group: - join objects as one object to move or format as a single 
object. 

o Rotate: - rotate or flip selected object. 

> Size: - used to crop and resize the picture. 
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Inserting and editing illustrations 


8.3. Shapes 


Word provides pre-drawn shapes for you to choose from, such as lines, 
rectangles, basic shapes, block arrows, equation shapes, flow chart , stars and 
banners, callouts and more. 


To insert shape 


Insert tab ► shapes ► select 
shape from listed objects ► draw the 
initial and final diagonal points on the 
working area by pressing left mouse 
button 


H » cS> - * 


Documentl - Word 


Design Layout References Mailings Revi 


Table Pictures Online 
~ Pictures 

Tables 



SmartArt 


I I 

Chart 


Screenshot 


4^1 Store 
My A 



Recently Used Shapes 

®\'\,nooA“L“U'=>OQ 
< > ☆ 

Lines 

Rectangles 

naDQQDOOO 

Basic Shapes 

EDO AKZ7QOOO0®© 

©(^oooriL^ooas 
not d< > 

Block Arrows 

Equation Shapes 

=0= = S3 ■#= S3 §2 

Flowchart 

□ O o Z7 O □ CD iS* 1 <=> O dl \Z7 
ooaCD0®I 0A\7aD 
QS Q) O 

Stars and Banners 

* ☆ oo<i> © © © m 

sn5 202££2BsnF3C3CD 

Callouts 

& £3 A3 A3 tip A3 A3 cp /0 A3 


in jn -in 


Bs New Drawing Canvas 


When a shape is successfully inserted to document the drawing tools which 
is format tab added to tabs list. This tab divided to six groups allows you to format 
shape easily. 


Format tab 


voi-sai 

File 


i DDDHW 
HODA“L“UF 



Tj Shape Fill ’ 

- ^ Shape Outline ’ 
Z O Shape Effects ’ 


)ls 

m 

~ 

0 X 

| 9 Tell me what you want to do 



P+ Share 




}Jjj Text Direction ’ 
[*]Align Text’ 

® Create Link 
Text 


0 Position ’ 

H Wrap Text 
j Bring Forward T |* Align ’ 
Arrange 


□ Send Backward ’ jSj Group’ 
□fo Selection Pane i Rotate ’ 


> Insert shapes: - used to insert additional shapes, change the shape of 
selected shapes and draw text box. 

o Edit shape: - allows you to change the shape of the drawing and 
convert a shape to freeform shape. 
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Basic Step by Step Guides On MS-Word 


If you select change shape option, the selected shape 
replaced by new shape preserving formatting and size of current 
shape. 

If you select edit 
points command the shape 
changed to free form shape and 
you can edit individual points. 

To edit paths 

click on one of anchor 
points adjacent to the path you 
want to edit ► click and drag 
editing points appeared (the 
broken line shows the new path 
of your shape). 

o Draw text box: - used to insert 

text box anywhere on the document allows you to enter text inside the 
shape of text box. 

> Shape styles: - allows you to change style of shape fill, shape outline 
and other shape effects, all the steps and uses of each command in 
shape styles group are similar with picture styles group described in 
pictures section. 

> Word Art Styles: - this group become active when you select a text 
box in the document. The uses of commands inside this group are 
similar to shape styles, the only difference is shape styles apply for the 
shape while word art styles apply for the text inside text box. 

> Text: - this group also become active when you select a text box. used 
to change the direction of the text, align text to the top middle or 
bottom of the text box, and create link between two text boxes to flow 
the text from one text box to another. 

Arrange and size groups also similar to picture format arrange and size 
groups. All use and steps of application of command described in pictures section. 
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Inserting and editing illustrations 


8.4. smart art 

smart art is a new type of graphical tool included in the latest version of word. 
Smart art is basically, a way to make organized presentation art.it is suitable for 
“organizational” types of artwork, such as org charts and process lists. 

To insert smart art 


^ (3 ! ^ H l3 ^ * Document - Word 

File Home Design Layout References Mailings Review View 0 Tell me what you war 



choose smart art graphic ► choose the design of selected smart art from the middle 
of choose smart art graphic dialogue box ► ok 

When you click on inserted smart art the smart art tools which are design and 
format tabs added to tabs list. 


Design tab 
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Basic Step by Step Guides On MS-Word 


> create graphic: 


o add shape: - used to add shapes to the direction of indicated on options 
come when you click the drop down arrow of add shape command. 

o Add bullet: - used to add bullet to your smart art graphic. 

o Text pane: - show or hide text pane. The text pane helps to quickly 
input and organize the text in the smart art graphic. 

o Promote and denote: - used to increase and decrease the level of 
selected bullet or shape. 

o Right to left: - switch the layout of smart art graphic between left to 
right and right to left. 

o Move up and move down: - move the selection forward and backward 
in the sequence. 


> Layouts: - used to change the layout applied to the smart art graphic. 


To change the layout 

Click on more icon in the 
layout group ► choose the 
new layout from listed 
layouts, if you want change 
the layout type itself click on 
more layouts and choose the 
new layout you want. 


Documentl - Word 
References Mailings Review 


SmartArt Tc 


Design 




> Smart art styles: - like layouts click on more icon and choose the best smart 
art style matches your document. 

> Reset graphic: - discard all formatting changes made to the smart art graphic. 
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Inserting and editing illustrations 


Format tab 


0’ B [S ’ - Documentl - Word it 

File Home Insert Design Layout References Mailings Review View Design 


Change Shape - 
E djt EE Larger 
in 2-D S Smaller 
Shapes 


B H B H B B B| 




^ Shape Fill - 



A Text Fill - 

E 

& Shape Outline- 

A 

A E 

A Text Outline- 

il 

Of Shape Effects - 



^ Text Effects - 


PI Position - □ Send Backward - - 

M Wrap Text’ q[^ Selection Pane "k’ 

|° Align - 
Arrange 


> Shapes: - 


o Edit in 2-D: - change to 2-D and drag and resize the shapes inside smart 
art. Used only if you choose 3-D smart art style. 

o Change shape: - changes the shapes inside smart art preserving all the 
formatting. 

o Larger and Smaller: - used to resize selected shape. 


Shape styles, word art styles and arrange groups are similar with shape 
and picture format tab commands, revise picture and shape sections. 
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Basic Step by Step Guides On MS-Word 


8.5. Chart 


A chart is s graphical representation of data, in which “the data is represented 
by symbols, such as bars in a bar chart, lines in a line chart, or slices in a pie chart. 


To insert chart 


Insert tab ►chart ► choose chart type 
from listed options on the left of insert chart 
dialogue box ► choose design of selected 
chart type from top of insert chart dialogue 
box (selected chart design previewed on 
this dialogue box) ► ok 




Page 1 of 1 Line: 1 0 words Qx English (United States) 


When the chart is successfully 
inserted to the document, excel table 
used to adjust the data displayed in 
the chart will be opened just above 
the chart. You can change every 
numerical and text data and also you 
can delete or add a column or row 
from the table. 


Chart tools used to adjust the design and format of the chart also added to the 
tabs list when you click on the chart. 


Design tab 
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Inserting and editing illustrations 


> Chart layouts: 


o Add chart element: - used to add chart 

*>- O 1 - 

B a * * 


elements like axes, axis titles, chart title, 

File 

Home 

Insert 

Design 

Layout 

data labels and the like. Chart elements 


tit 11 


Ik iji (d 111 

- • 

u 

litsed when you click on add chart element 

B 

Quick 
Layout ^ 

Change 
Colors » 


button and each chart element have sub 
elements showed when you click on each 
specific element. The sub elements 
become visible on the chart when the icon 
before the element shaded with gray color, 

Left click once by mouse to 
activate or deactivate each element. 


Idb Axis Titles 
[ft Chart Title 
tflj Data Labels 
Data Table 
iti Error Bars 
BO Gridlines 
l# Legend 
Ifld Lines 
Trendline 

|<M Up.'Down Bars 


Primary Horizontal 


Primary Vertical 


More Axis Options... 


I 


> Chart styles: - 

o Change colors: - used to customize the color style. 

o Chart style: - like picture shape and smart art charts also have variety 
of styles. Click on more icon and choose the style best fit to your 
document. 

> Data:- 

o Select data: - used to select the data ranges included in the chart, 
o Edit data: - used to edit the data. 

> Change chart type: - used to change the chart to different type or chart 

Format tab 



Format Selection 
^ Reset to Match Style 
Current Selection 


A p| f=^“| j Bring Forward - £ Align * 

^ □ Send Backward - r Group - 

Position Wrap 

(& - , Text' r Deselection Pane k Rotate» 


> Current selection: - 

o The top left of format tab which displays by 
default chart area is used to select the chart 
element which you want to format. By 
clicking the drop down arrow of this 
command you can choose variety of chart 
elements. 

o Format selection: - show the format task 
pane to fine tune formatting for the selected 
chart element. 


1 - H & £$ w 


Fite Home Insert 


Chart Area 


llOQ' 


Chart Area 
Chart Title 

Horizontal (Category) Axis 

Legend 

Plot Area 

Vertical (Value) Axis 

Vertical (Value) Axis Major Gridlines 

Series "Series 1" 

Series "Series 2" 

Series "Series 3" 
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Basic Step by Step Guides On MS-Word 


o Reset to match style: - clear the custom formatting of selected chart. 

> Insert shape: - used to insert shape and change the inserted shape. 

Shape styles, word art styles, arrange and size groups are similar to picture 
and shape format tab command groups, revise picture and shapes section. 
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Inserting and editing illustrations 


8.6. Screen shoot 


Screen shoot is a quick snapshot of any window that is open on your desktop 
to your document. 


To insert screen shoot 



JUL 

Table 


Pictures Online Shapes SmartArt 
Pictures 


II 

Chart Screenshot 


i| Store 

My Add-ins 


Online 

Video 


Hyperlink 
Bookmark 
Cross-reference 


Comment 


H. 



Insert tab ► screen shoot ► choose the window to insert full snapshot or choose 
screen clipping to insert a portion of screen ► if you choose screen clipping select 
the diagonal edges of the portion you want to insert by clicking and dragging the 
mouse from initial to terminal point 


The format tab is completely similar to the picture format tab. Revise picture section 
for steps and description of commands. 
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Basic Step by Step Guides On MS-Word 


9. Header, footer and page number 

A header is the top margin of each page, and a footer is the bottom margin of 
each page. Headers and footers are useful for including material that you want to 
appear on every page of a document such as your name, the title of the document, 
or page numbers. 

9.1. before designing header and footer 

To easily edit the header and footer and to manipulate the design according 
to each page property you need to give attention for two things of your document: - 

> Print mode of the document: - when we say print mode of the 
document it means that weather the document is printed in one side of 
paper only or in front and back of every page like book. If the 
document is printed in two side, there may be need extra modifications 
needed and to show the design as two side print you need to change 
the view mode of the document two multiple pages. 

To change the view mode of the document 



View tab ► Multiple Pages from zoom group ► adjust the number of pages up to 
two pages by increasing and decreasing the zoom level (increasing zoom level 
means the number of pages displayed once is decreasing and vice versa). 

To differ two consecutive pages 
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Header footer and page number 


Double click on the top or bottom most of the page ► select Different Odd & 
Even Pages on the coming Header & Footer Tools, Design tab Options group 

After applying this change the status of header and footers changed to even 
page header and odd page header and also even page footer and odd page footer as 
shown in the fig above. 

> Sections of document: - section of a document is a set of one or more pages 
that have similar basic page designs include header, footer and page numbers. 
For example, cover page is a section which doesn’t have page number, header 
and footer, preliminary pages are another sections in which their page numbers 
are roman numbers, and according to the document main pages also may have 
sections. 


Before starting design, the header and footer in word first we must insert 
section breaks and unlink one section from the other. Sections makes your 
document easy to insert header and footer elements in their appropriate place 
and to easily format page numbers. 

To section your document 


Move insertion point to the last 
character of end of section ► Layout 
tab ► Breaks ► choose one of 
section breaks (their specific uses is 
described in each section break 
option) 


^ T 

Ol-HSt?' = 




File 

Home Insert Design | 

1 References 

Mailings 

Revie 




Spacing 


Page Breaks 




Page 

Mark the point at which one page ends 
and the next page begins. 


Column 

Indicate that the text following the column 
break will begin in the next column. 

B Text Wrapping 

Separate text around objects on web 
pages, such as caption text from body text. 

Section Breaks 




Next Page 

Insert a section break and start the new 
section on the next page. 



Continuous 

Insert a section break and start the new 
section on the same page. 



Even Page 

Insert a section break and start the new 
section on the next even-numbered page. 


M 

m 


Odd Page 

Insert a section break and start the new 
section on the next odd-numbered page. 


Even you break the sections the illustrations, text and page numbers which 
you insert next are displayed in full document, to eliminate this you must unlink the 
section from the preceding section. 


To unlink consecutive sections 
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1 - B A trd- ; 


Docurr 

lentl - Word H 


File 

Home Insert Design 

Layout 

References 

Mailings Review View 

Design 


D D 0 

Header Footer Page 

^ ^ Number ▼ 





Date & Document Quick Pictures Online Goto 
Time Info^ Parts ^ Pictures Header 



I~1 Different First Page 
0 Different Odd & E\ 
0 Show Document T 


Header & Footer Insert Navigation Options 


2 !•!•!• 2 ’ 1 1 2 • 3• i • 4• i ■ 5 6 7 8 X 9 10 11 12 13 14 IS 16 ^ 17 i 18 i 19 



Click on header or footer you want to unlink ► from Header & Footer Tools, 
Design tab click on Link to Previous command (when the header or footer 
successfully unlinked the link to previous command will be unshaded and the status 
on the right bottom of header or right top of footer which says same as previous 
disappeared). 


9.2. Inserting illustrations & text 


When you design header and footer you may insert illustrations like picture 
and shapes, text and page numbers. 

Inserting and formatting picture and other illustrations procedure is same as 
inserting pictures and other illustrations to the document the only difference is the 
insertion point must be inside header or footer in other words the header and footer 
must be active to editing. 


You can insert text by two methods, you can type and format a text by direct 
tipping like normal document or you can insert with text box. For easily edit and 
move the text it is advisable to insert text and page numbers with text box. 


To insert illustrations to header and footer 


Move insertion point to header or footer 
► for pictures there is Picture command 
inside Header & Footer Tools, Design 
tab Insert group but for other illustrations 
including picture itself go to Insert tab ► 
click on any command you want to insert 
in Illustrations group ► select the 
element and insert ► resize and format 
according to your document. 


Ei Cover Page * 

0 8l.nkP.gr 


|* Bookmark 

My Add-ms - Onjn. 


‘eb Hypadink 'Cl lot 


r • Header Foe 


51 Insert Picture 

«- * <t‘ @ > This PC > Documents 

Organize - New folder 


f 6 Search Documents 

id - n 


Adobe After Ef IMG.20190709J9 IMG.20190709.19 keyt.oacd.jpg 

2323.jpg 2323.tif 

Adobe Premie. 

Adobe Premie. 

Adobe Premie. 

Adobe Premie. 

ae test.aep Log keyboard.png keyboard.tif logoonly.jpg Microsoft Offic. 



Odd »ege Porter-Section 3- | 


j Any Video Con 

Autodesk Appl SCREEN SCREEN 

R|M> v ELEMENTS.jpg ELEMENTS.!* 
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Header footer and page number 


If you differ odd and even pages and unlink sections, the inserted items displayed 
only on even pages or odd pages, but if you want to display them on both pages you 
can simply copy and paste the item. 

9.3. Page number 

Like text, page numbers also recommended to insert with text box. But you 
can insert without text box. For this document we see example of inserting page 
numbers with text box 

To insert page number 



Fist activate header or footer by double click on it ► draw text box ► make 
sure the insertion point is inside text box ► in Header & Footer Tools Design tab 
go to Header & Footer group Page Number command ► Current Position ► 
select type of page number from listed options 

After inserting page number, you can edit page number format like Roman 
or Arabic numbers and alphabetical bullets, and if your document has different 
sections you can edit the page number value. You can also apply character 
formatting attributes like font type size and other formatting. 

To customize page numbers for different sections 

select any page number inside the section you want to edit ► in Header & 
Footer Tools Design tab go to Header & Footer group Page Number command 


ANDMTA TUTORIALS 


43 












































Basic Step by Step Guides On MS-Word 


► Format Page Numbers ► select number format by clicking drop down arrow 
of number format inside page number format dialogue box ► on page numbering 


*5' C* 

1 - 0 a ; 

ms word full document orginal - Copy.docx - Word 

Drawing Tools Header fid Footer Tools 

File 

Home Insert Design 

Layout References Mailings Review View 

Format 


D D 

Header Footer 



DGQ 


Header &F [?) Top of Page 

2) Bottom of Page 


Date & Document Quick Pictures Online 
Time lnfo ,r Parts ^ Pictures 

► ert 


T | I I Lj< Previous 
[_!► Next 

Go to Go to nn 
Header Footer Link to Previous 

Navigation 


Different First Page 
Different Odd & Even 

0 Show Document Text 
Options 


Pages 


0 




9 

8 i 

7 

• i • 6 • i • 







Page Number Format 

Number format: 

□ Include chapter number 

Chapter starts with style: Heading 1 
Use separator - (hyphen) 

Examples: 1-1,1-A 

Page numbering 

O Continue from previous section 
® Start at: I C 


OK 


Cancel 


section check start at and enter any page number that you want to start this section 
with ► ok 
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Printing and exporting to PDF 


10. References 


Reference is a relation between two things in which one designates the other, 
or acts as means by which to connect to or link to the other. Word provides different 
references to improve your document relation with the reader. From these 
references we try to cover table of contents and list of figures and tables 

10.1. Table of contents 

Table of content is a reference of headings and sub headings of the document 
which enables the reader quickly overview the content of whole document and 
easily go to specific content. Word provides you built in table of contents which 
allows you automatically generate for your document by adjusting heading and 
subheading styles. 

To create table of contents 

If you want automatic table of content first you must change headings and 
sub headings style so change the major titles or headings style to heading 1, minor 
titles or sub headings to heading 2, and even sub headings inside subheadings to 
heading 3 (see paragraph formatting on section 7 for how to change paragraph 
style), and after changing all headings and sub heading styles you can go to 
generating table of contents by 

Move insertion point to the place where 
you want to insert the table of contents ► 

Reference tab ► fable of Contents ► select 
table of content styles from built in automatic 
tables 

The table of content is automatically 
generated from headings and sub headings and 
you can apply character and paragraph formatting 
to it. 


^’0 1^0 


AB 



Insert 

Footnote 


References 

fffi’] Insert Endnote 

R|r 

A !j£ Next Footnote - 

Insert 

H Show Notes 

Citation - ^Q^i 


ions & 1 


Contents 

Heading 1 _ 


Automatic Table 2 

Table of Contents 

Heading 1_ 

Heading 2__ 


Manual Table 

Table of Contents 

Type chapter (Me (level 1).... 

Type chapter Ode (level 2).. 


Type chapter UUe (l< 


Type chapter title (level l| . . . .. 

ilgj More Tables of Contents from Office.com 
Custom Table of Contents... 

Remove Table of Contents 

Save Selection to Table of Contents Gallery... 
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Basic Step by Step Guides On MS-Word 


10.2. List of figures and tables 


List of figures and tables are like table of contents but they refer to figures 
and tables in the document 

To create list of figures or tables 

To include figures and tables to the list first you must add caption to table or 

figure. 


References 


Mailings Review View Format 0 


Manage Sources 


: Endnote 
Footnote * 

Citation - i Q Bibliography 
fa Citations & Bibliography 


Figure 1-1 figurre name 


Below selected item 
I EH Exclude label from caption 




D Insert Table of Figures 
D! Update Table 
Cross-reference 

Captions 


Q Insert Index 

- 0 ! Update Index 

Mark 

Entry 

Index 


E 

Mar 

Citati. 



ck File tab ► Options ► save ► 
adjust the minute interval you want to 


To add caption first 
click on the figure or table 
► Reference tab ► Insert 
Caption under caption 
group ► enter the name of 
your figure to display on 
the document ► select the 
label by clicking drop 
down arrow ( figure for 
figure , table for table , 
equation for formulas ) ► 
select the position for name 
of the figure or table with 
respect to the item ► click 
Numbering which opens caption numbering dialogue box ► select the numbering 
format ► check include chapter number for including chapter number on label 
name ► select the separator ► ok ► ok 


Caption Numbering 


Numbering... 


Format: 


X 

iR 



1^1 Include chapter number 

Chapter starts with style Heading 1 
Use separator - (hyphen) 

Examples: Figure 11-1, Table 1-A 


OK 


Cancel 


T 


You can also edit label numbers and names manually after inserting it to the 
items by clicking on it and simply erase and type. After finishing inserting caption 
to generate list of figures or tables 

Move insertion point to the point which you want to insert table of figures ► 
Reference tab ► Insert Table of Figures under captions group ► check show 
page numbers to display page numbers on the reference ► check right align page 
numbers to right align the page numbers on the reference unless the page numbers 
aligns with the end of the text ► select the caption label ( figure for figures table 
for tables) click modify on table of figures dialogue box and again in style dialogue 
box to apply formatting on table of figures ► when you finish click ok on all opened 
dialogue boxes 
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(3 1’ S fi ; 

File Home Insert Design Layout 


Mailings Review View 0 T 


Add Text▼ 
Pi! Update Table 

Table of 
Contents - 

Table of Contents 


Ip] Insert Endnote 
A §> Next Footnote ' 


Footnote H Show Notes 

Footnotes 


U) Manage Sourc 
.—Eg Style: [aPA 


Citation *■ & Q Bibliography- 
Citations & Bibliography 



General 
Formats: 

Caption label: j Figure 
0 Include label and number 


Ifl 


Options... | Modify, E 


y 


Q Insert Table of Figures Q Insert Index 

D! Update Table ' - ' P! Update Index 


)! Update Table 

Caption Cross-reference 


Mark 

Entry 


Mark 

Citation 


t£T Insert Table of Authorities 

D! Update Table 


I Table of Figures 

Index Table of Contents Table of Figures Table of Authorities 


X 

jr table 


Modify Style 
Properties 
Name: 

Style type: 

Style based on: 

Style for following paragraph: 


Table of Figures 
Paragraph 
ir Normal 
IT Normal 



Following style: Normal 

I I Add to the Styles gallery 0 Automatically update 

(8) Only in this document O New documents based on this template 


C 


the above steps also applied for making list of tables the only difference is all 
caption labels are must be changed to tables label. 
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Basic Step by Step Guides On MS-Word 


11. Cover page 

The cover page is the very first page of your document. Its purpose right at 
the beginning is to give the reader the “big idea” about the document. The why and 
wherefore is communicated through a specific title, the author name, date, a one 
liner on the subject and any other bit of important information that you think is 
important for the reader. 

Cover page design and contents differ with type of document you prepared 
for example the cover page contents of book cover differ from school project or 
academic assignment cover page. 

MS-word makes it painless to create a business report cover page or a title 
page for an essay. The Microsoft office suite comes with a few well designed cover 
pages that you can re-purpose for your document. There is a good variety to choose 
from. 

11.1. Built in cover pages 


To insert built in cover page 


Click on the place where you want 
to insert the cover page (default location 
is the first page) ► insert tab ► cover 
page command ► click on the cover page 
template you want to insert it on the first 
page or right click on the thumbnail of 
template and choose the place of your 
cover page from the options 

After inserting cover page, you can 
edit every elements and add any character 
or illustration to it. And if you insert 
cover page from templates it doesn’t have 
page numbers and other header and 
footers from the document. 



Cover Blank Page Table Pictures Online Shapes SmartArt Chart Sc 
Break - Pictures 



Insert at Beginning of Document 
Insert at Current Document Position 
Beginning of 
at End of Section 
Insert at End of Document 


Filigree Add Gallery to Quick Access Toolbar 






Ion (Dark) Ion (Light) 

Cover Pages from Office.com 
Remove Current Cover Page 

Eh Save Selection to Cover Page Gallery... 
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Printing and exporting to PDF 


11.2. Creating custom cover page template 

If you create your own cover page design you can add it to cover page gallery 
and you can use it to any document with single click and editing only some parts of 
it. 


Creating custom cover page template 


C* 

l - 0 






Document - Word 

File 

Home | 

Design Layout 

References 

Mailings 

Review 

View 

Q Tell me what you want to do 


^ ll 


& + 

er Blank Page Table Pictures Online Shapes SmartArt Chart Screenshot 

Page • Page Break ^ Pictures 

Built-in 


flj| Store 

My Add-ins ^ 
Add-ins 


Hyperlink 

!► Bookmark 
Online Comment 

Video Lit] Cross-reference 


Media 


Links 


Comments 


B 


Austin 


Banded 


Facet 


Iwxumfnt min 


23 


Filigree 


Grid 


Integral 





Ion (Dark) Ion (Light) 

More Cover Pages from Office.com 
Remove Current Cover Page 


Motion 


Create New Building Block 

i 


X 


Name: 

Gallery: 


Cover Pages 
Category: General 

Description: 

Save in: Building Blocks.dotx 

Options: Insert content in its own page 


Cancel 


First insert all elements of cover page to the document like pictures, texts, 
shapes ► select all elements of cover page you want to save ► Insert tab ► Cover 
Page command ► Save Selection to Cover Page Gallery ► type the name of your 
new cover page template ► Ok 

The new cover page template which you created by default it is added to 
cover page templates general category (you can see when scrolling down on cover 
page templates). You can apply to your document any time you want. 
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Basic Step by Step Guides On MS-Word 


12. Printing and exporting PDF 


12.1. Printing document 


Printing is a process of reproducing text and images typically with ink on 
paper using a printing press. 


A printer is a device that accepts text and graphic output from a computer and 
transfers the information to paper, usually to standard size sheets of paper. 


To print a document 


File tab ► Print ► 

select the printer by clicking 
printer option ► adjust 
settings of your document 
the default settings are 
showed on the figure - click 
print all pages and from 
listed options select whether 
you print all pages, single 
page (print current page), 
print range of pages (custom 
print) - select whether you 
print the document one sided 
or both sides - select 
collated or uncollated - 
select your document page 
orientation portrait or 
landscape - select your 
paper size - select page 
margins- finally select how 
many pages you want to 
print in one sheet ► Print 
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Printing and exporting to PDF 


12.2. Exporting pdf 


Pdf is abbreviation for portable document format and it is a file format used 
to present and exchange documents reliably, independent of software, hardware or 
operating system. 


To export your document to pdf 



^ Downloads * A 




V Documents # 


fTL 


<► Pictures / 


11 

i £ 

51 Microsoft Word 



w ■ 


Adobe 

Adobe After 

Adobe Premiere 

A OneDnve 


Effects 

Pro Audio 



Auto-Save 

Previews 

a This pc 




IJ 3D Objects 


jggh 


9 A360 Drive 




Cl Desktop 

w\ 



Documents v 

— *-... 

-.. • 
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.dobe Premier 
Pro Auto-Sav* 

1 


File rwmf: WTiWff n 


Save as type PDF (\pdf) 

0 Open file after publishing 


Optimise for <§) Standard (publishing 
online and printing) 
O Minimum siie 
(publishing online) 

Options... 

Tooh * 


File tab ► Export ► Create PDF/XPS ► browse the saving folder ► enter 
name for the pdf document ► Publish 
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Appendix 


Appendix - Frequently used shortcuts 

To do this 

Press 

Open new document 

Ctrl+O 

Save 

Ctrl+S 

Close 

Ctrl+W 

Cut 

Ctrl+X 

Copy 

Ctrl+C 

Paste 

Ctrl+V 

Select all 

Ctrl+A 

Bold 

Ctrl+B 

Italic 

Ctrl+I 

Underline 

Ctrl+U 

Decrease font size 1 point 

Ctrl+[ 

Increase font size 1 point 

Ctrl+] 

Center text 

Ctrl+E 

Left align text 

Ctrl+L 

Right align text 

Ctrl+R 

Cancel 

Esc 

Undo 

Ctrl+Z 

Re-do 

Ctrl+Y 

Zoom 

Alt+W, Q, then tab in Zoom dialog box to 
the value you want. 

Create a new document. 

Ctrl+N 

Split the document window. 

Alt+Ctrl+S 

Remove the document window split. 

Alt+Shift+C or Alt+Ctrl+S 

Save a document. 

Ctrl+S 

Print a document. 

Ctrl+P 

Switch to print preview. 

Alt+Ctrl+I 

Move around the preview page when zoomed in. 

Arrow keys 

Move by one preview page when zoomed out. 

Page Up or Page Down 

Move to the first preview page when zoomed out. 

Ctrl+Home 

Move to the last preview page when zoomed out. 

Ctrl+End 

Insert a comment (in the Revision task pane). 

Alt+R, C 

Turn change tracking on or off. 

Ctrl+Shift+E 

Close the Reviewing Pane if it is open. 

Alt+Shift+C 

Select Review tab on ribbon. 

Alt+R, then Down Arrow to move to 
commands on this tab. 

Select Spelling & Grammar 

Alt+R, S 

Open the search box in the Navigation task pane. 

Ctrl+F 
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Appendix 


To do this 

Press 

Replace text, specific formatting, and special 
items. 

Ctrl+H 

Go to a page, bookmark, footnote, table, 
comment, graphic, or other location. 

Ctrl+G 

Switch between the last four places that you have 
edited. 

Alt+Ctrl+Z 

One character to the left 

Left Arrow 

One character to the right 

Right Arrow 

One word to the left 

Ctrl+Left Arrow 

One word to the right 

Ctrl+Right Arrow 

One paragraph up 

Ctrl+Up Arrow 

One paragraph down 

Ctrl+Down Arrow 

One cell to the left (in a table) 

Shift+Tab 

One cell to the right (in a table) 

Tab 

Up one line 

Up Arrow 

Down one line 

Down Arrow 

To the end of a line 

End 

To the beginning of a line 

Home 

To the top of the window 

Alt+Ctrl+Page Up 

To the end of the window 

Alt+Ctrl+Page Down 

Up one screen (scrolling) 

Page Up 

Down one screen (scrolling) 

Page Down 

Delete one character to the left. 

Backspace 

Delete one word to the left. 

Ctrl+Backspace 

Delete one character to the right. 

Delete 

Delete one word to the right. 

Ctrl+Delete 

Cut selected text to the Office Clipboard. 

Ctrl+X 

Undo the last action. 

Ctrl+Z 

Cut to the Spike. (Spike is a feature that allows 
you to collect groups of text from different 
locations and paste them in another location). 

Ctrl+F3 

To the next cell in a row 

Tab 

To the previous cell in a row 

Shift+Tab 

To the first cell in a row 

Alt+Home 

To the last cell in a row 

Alt+End 

To the first cell in a column 

Alt+Page Up 

To the last cell in a column 

Alt+Page Down 

To the previous row 

Up Arrow 

To the next row 

Down Arrow 

Row up 

Alt+Shift+Up Arrow 

Row down 

Alt+Shift+Down Arrow 


ANDMTA TUTORIALS 


53 






Appendix 


To do this 

Press 

Open the Font dialog box to change the font. 

Ctrl+Shift+F 

Increase the font size. 

Ctrl+Shift+> 

Decrease the font size. 

Ctrl+Shift+< 

Copy formatting from text. 

Ctrl+Shift+C 

Apply copied formatting to text. 

Ctrl+Shift+V 

Format all letters as capitals. 

Ctrl+Shift+A 

Apply bold formatting. 

Ctrl+B 

Apply an underline. 

Ctrl+U 

Underline words but not spaces. 

Ctrl+Shift+W 

Double-underline text. 

Ctrl+Shift+D 

Apply hidden text formatting. 

Ctrl+Shift+H 

Apply italic formatting. 

Ctrl+I 

Format letters as small capitals. 

Ctrl+Shift+K 

Apply subscript formatting (automatic spacing). 

Ctrl+Equal Sign 

Apply superscript formatting (automatic spacing). Ctrl+Shift+PLUS SIGN 

Remove manual character formatting. 

Ctrl+Spacebar 

Change the selection to the Symbol font. 

Ctrl+Shift+Q 
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